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Spreadsheet 
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Quick Reference 





Selecting Services 


To open a service, or to select an already open service, press F10 and 
make selections from the services menu. 


Shortcuts for Selecting Services 








Key | Effect 

ALT-FI—_ Selects the most recently used Database service. 

ALT-F2 Selects the most recently used Words service. 

ALT-F3 Selects the most recently used Spreadsheet service. 

ALT-F4 Selects the most recently used Communications service 

ALT-F6 Selects Access to DOS. 

ALT-F7 Selects the next lower service of the same type; For 
example, WORDS 2 to WORDS 1. 

ALT-F8 Selects the next higher service of the same type; For 


example, SPREADSHEET 1 to SPREADSHEET 2. 








Closing Services 


To close an unneeded service, press F9 and select Close. 


Exiting from AlphaWorks 


To exit from AlphaWorks, first save any files that have not been saved, 
then press F10 and select EXIT. 





Displaying Menus 


Press function keys, or slash (/) to display AlphaWorks menus. (You 
can customize AlphaWorks to use a key other than slash to display 
menus.) 
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Words Service 





Shortcuts 


Key 


CTRL-A 


CTRL-B 


CTRL-C 
CTRL-D 
CTRL-F 
CTRL-G 


CTRL-H 


CTRL-I 


CTRL-J 


CTRL-L 
CTRL-N 


CTRL-O 


CTRL-P 
CTRL-R 





Effect 

Changes the typestyle of the character at the cursor 
to the current keyboard typestyle. 

Selects Typestyle, 3:Bold, New; Use to switch to bold for 
new text. | 

Selects Block, Copy; Use to copy text. 

Selects Block, Delete; Use to delete text. 

Selects Search, Find; Use to find a text string. 

Selects More, Goto; Use to jump to a specific page in a 
document. 

Selects Layout, Indent; Use to begin a hanging indent. 
Selects Block, Insert; Use to insert a text block. Does 


not prompt for block name, uses last used block 
name. 


Selects More, Record-merge; Use to insert fieldnames 
from a database into the current merge document. 
Selects Layout, Ruler, Use; Use to insert a new ruler. 
Selects Typestyle, 1:Normal, New; Use to switch to 
normal typestyle for new text. 





Switches the case of the character at the cursor. For 
example, converts “a” to “A”, or “A” to “a”. 


Prints the next page when single-sheet printing. 


Selects Search, Replace; Use to search and replace a 
text string. 





(Continued) 








CTRL-W 
CTRL-X 
CTRL-Z 








HOME HOME 
END 

END END 
CTRL-HOME 
CTRL-END 
CTRL-RIGHT 
CTRL-LEFT 
PAGE UP 
PAGE DOWN 
CTRL-PAGE UP 
CTRL-PAGE DOWN 
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operation. 
Transposes the two letters preceding the cursor. 


Underlines new text; press again to turn underlining 
off. 

Selects Typestyle, 2:ltal, New; Use to switch to italics for 
new text. 

Checks the spelling of the word at the cursor. 


Switches the search direction. 


Zoom; cycles window size through full screen, top 
window and bottom window. 
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Beginning of the current line. 

Beginning of the line at the top of the screen. 
End of the current line. 

End of the line at the bottom of the screen. 
Beginning of the document. | 
End of the document. 

One word to the right. 

One word to the left. 

Up one screen. 

Down one screen. 

Up to the beginning of previous page. 
Down to the beginning of next page. 
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Shoricuts 

Key | Effect - — 

CTRL-A Selects index, active-Index; Use to change the active 
index controlling the order in which records are 
displayed. 

CTRL-C Selects Record, Create; Use to create a new record. 

CTRL-D Selects More, Dial; Use to dial the phone number in 
the current field. 

CTRL-E Selects Record, Edit; Use to edit the current record. 

CTRL-F Selects Index, Find; Use to locate a record by its key 
value. 

CTRL-M Selects Record, Mark; Use to mark the current record. 

CTRL-T Toggle between table and form view. 

CTRL-Q Selects File, Print, Quick-Merge; Use to transfer data 
from current record to the Words service. 

CTRL-U Selects Record, Unmark; Use to unmark the current 
record. 

CTRL-Z Zoom; cycles window size through full screen, top 


window and bottom window. 














DOWN 
HOME 
END 


CTRL-PAGE UP 
CFRL-PAGE DOWN 
PAGE DOWN 


PAGE UP 


CTRL-HOME 
CTRL-END 
CTRL-RIGHT 


CTRL-LEFT 


TAB 
SHIFT-TAB 
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Move cursor to the previous field. 

Move cursor to the next field. 

Move cursor to the previous record (Table View) 
Move cursor to the previous field (Form View). 
Move cursor to the next record (Table View) 
Move cursor to the next field (Form View). 
Move cursor to top of the screen (Table View) 
Move cursor to the first field (Form View). 
Move cursor to bottom of the screen (Table View) 
Move cursor to the last field (Form View). 
Displays top of the form (Form View). 

Displays bottom of the form (Form View). 
Display the next screen of records (Table View) 
Display the next record (Form View). 


Display the previous screen of records (Table View) 
Display the previous record (Form View). 


Display first record in the database. 
Display last record in the database. 


Move cursor to last field in the current record (Table 
View). 

Move cursor to first field in the current record 
(Table View). 


Move cursor forward five fields. 
Move cursor backward five fields. 
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Logical Operators 

< Less than 

<= Less than or equal to 

> Greater than 

>= Greater than or equal to 

= Equal 

<> Not equal to 

NOT. Negation 

AND. Logical AND 

OR. Logical OR 

() Parentheses 


String Operators 


-+ Concatenation 
_ Concatenation with trim 
$ Substring inclusion 


Mathematical Operators 


+}. Addition 

a Subtraction 

* Multiplication 
/ Division 

+ Exponentiation 
() Parentheses 





Functions 


ABS(numeric_exp) 
Returns the absolute value of numeric_exp. 


ASC(character_exp) 
Returns the ASCII value corresponding to the first character in 
character_exp. 


Al(character_exp1,character_exp2) 
Looks for an occurrence of the first character string, character_exp1, in 
the second character string, character_exp2. 








BOF() 
Tests to see if the record pointer is at the beginning of the file. 


CDATE(date_exp) 

Converts date_exp to a character value in the form “YYYYMMDD.” 
This function is useful for constructing multi-level indexes that contain 
both character and date fields. 

CDOW(date _exp) 

Returns the name of the day of the week for date_exp. 

CHR(numeric_ exp) 


Returns the character corresponding to the decimal ASCH value 
numeric. exp. 


CMONTH(date_ exp) 
Returns the name of the month for date_exp. 


CTOD(character_exp) 
Converts a date in the form of a character string (character_exp) to a 
date value. 


DATE() 
Returns the current system date. 


DAY (date_ exp) 
Returns the day of the month for date_exp. 


DBF() 
Returns the name of the current database. 


DELETED() 
Returns TRUE if the current record has been marked, otherwise it is 
FALSE. 


DOW (date_exp) 

Returns a number indicating the day of the week for the date 
represented by date_exp. 

TOC(date_exp) 

Converts date_exp into a character value in the form MM/DD/YYYY. 
EOF() 

Returns TRUE if the record pointer is at the end of the file. 
EXP(:umeric_exp) 

Returns the number e raised to the power mumeric_exp. 

RIEL D(niseric_exp) 

Returns the fieldname of the field in position numeric_exp in the 
structure of the database. 

F UPPER(character_exp) 

Capitalizes the first letter in character__exp. 
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IFVlogical_exp,exp1,exp2) 
Examines the logical expression, logical_exp, and returns exp] if 
logical exp is TRUE. Otherwise it returns exp2. 


INT(numteric_exp) 
Returns the fractional part of numeric_exp. 


INVERT (exp) 
Returns the complement of exp. 


ISALPHA(character_exp) 
Returns TRUE if the first character of character_exp is a letter. 


ISBLANK(character_exp) 
Returns TRUE if character_exp is a blank value. 


ISLOWER(character_exp) 
Returns TRUE if the first character of character_exp is lowercase. 


ISUPPER(character_exp) 
Returns TRUE if the first character of character_exp is uppercase. 


LEFT (character_exp,numeric_exp) 
Returns the number of characters specified by numeric_exp, starting at 
the leftmost character, of character _exp. 


LEN(character_exp) 
Returns the number of characters in character_exp. 


LOG(numeric_exp) 
Returns the natural log (base e) of numeric_exp. 


LOWER(character_exp) 
Converts character_exp to lowercase. 


LTRIM(character_exp) 
Removes any leading blanks in character_exp. 


MAX(numeric_exp1,numeric_exp2) 

Returns the larger of numeric_exp1 and numeric_exp2. 
MIN(numeric_expl numeric_exp2) 

Returns the lesser of numeric_expl and numeric_exp?2. 
MOD(numeric_exp1 ,numeric_exp2) 


Returns the integer remainder of numeric_exp1 divided by 
numeric _exp2. 


MONTH (date_exp) 
Returns the number of the month in date_exp. 


RAND() 
Returns a random number between 0 and 1. 








RECCOUNT() 
Returns the number of records in the current database. 


RECNO() 


Returns the record number of the current record. 


RECSIZE() 


Returns the number of characters reserved for each record. 


REPLICATE (character. exp,numeric_exp) 

Creates a character string by repeating character_exp numeric_exp times. 
RIGHT (character_exp,numeric_exp) 

Returns the number of characters specified by numeric_exp, starting at 
the rightmost character, of character_exp. 


ROUND(nuimeric_expl, numeric_exp2) 

Returns numeric_expl rounded off to numeric_exp2 decimal places. 
RTRIM(character_exp) 

Removes trailing blanks from character_exp. 


SPACE(ninieric_exp) 
Returns a character string containing mumeric_exp spaces. 


nate 


Returns the square root of numeric _exp. 


STA(iumeric expl [numeric exp2]L,numeric_exp3]) 
Converts mumeric_exp] to a character string of length numeric_exp2with 
numeric_exp3decimal places. 


STUFF (character_expl numeric_exp1,numeric_exp2,character__exp2) 
Alters character_exp1, by deleting numeric_exp2 characters, starting 
in position jiuneric_exp1, from character_expl and replacing those 
characters with character _exp2. 


SUBSTR(character_exp,mumeric_exp] numeric_exp2) 

Returns a substring of a character string. 

TIME() 

Returns the current time on the system clock in the format 
“HH:MM:35.” 

TRIM(character_exp) 

Removes trailing blanks from character 
UPPER(character_exp) 


Converts character_expto uppercase. 


exp. 


VAL(character_exp) 
Converts character_exp to a numeric value, 


WORD(character_exp,numeric_exp) 

Returns the specified word, mumeric_exp, from character _ exp. 
W_UPPER(character_exp) 

Capitalizes the first character of each word in character_exp. 
YEAR(date_ exp) 

Returns the year portion of date_exp. 

ZBLANK(numeric_exp) 


Converts mumeric_exp to a character string. If numeric_exp is 0, returns 
a null string. 
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CTRL-B 
CTRL-C 
CTRL-D 


CTRL-E 
CTRL-G 
CTRL-I 


CTRL-L 


CTRL-M 


CTRL-N 


CTRL-P 
CTRL-R 
CTRL-S 


CTRL-¥ 


CTRL-W 


CTRL-Z 
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Effect 
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Selects Call, Blank; Use to delete cells. 

Selects Cell, Copy; Use to copy cells. 

Selects Arrange, Delete; Use to delete rows and 
columns. 

Selects Cell, Edit; Use to edit the current cell. 

Selects More, Goto; Use to jump to a specific cell. 
Selects Arrange, Insert; Use to insert rows and 
columns. 

Selects Style, Label, Range; Use to align labels in a 
range left, right or center. 

Selects Arrange, Move; Use to move a range of cells to 
a different location. 

Selects Style, Number, Range; Use to set the number 
style in a range of cells. 

Prints the next page when single-sheet printing. 
Selects More, Recaic; Use to recalculate all formulas. 
Selects Layout, Switch-viewport; Use to switch to other 
viewport. 

Selects Graph, View; Use to display a graph on the 
screen. 

Selects Layout, Columns, Range; Use to change width of 
a range of columns. 

Zoom; cycles window size through full screen, top 
window and bottom window. 
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Key Moves 

ae err 
RIGHT Right one cell. 

UP Up one cell. 

DOWN Down one cell. 

CTRL-LEFT Left one screen. 

CTRL-RIGHT Right one screen. 

PAGE UP Up one screen. 

PAGE DOWN Down one screen. 

HOME Top left cell. 


END HOME 


END UP 


END DOWN 


END RIGHT 


END LEFT 
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Lower right corner of portion of spreadsheet that 
contains data. 

Up to next boundary cell; if none, top of 
spreadsheet. 

Down to next boundary cell; if none, bottom of 
spreadsheet. 

Right to next boundary cell; if none, right edge of 
spreadsheet. 

Left to next boundary cell; if none, left edge of 
spreadsheet. 
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Operators 


nae ek tn el ll A ET See ee ee RY ee er at 


Operator Description 


Mathematical Operators 








Exponentiation 
+ Positive number 
= Negative number 
x Multiplication 
\ Division 
= Addition 
Subtraction 
Logical Operators 
=: Equals 
<> Not equals 
<= Less than or equals 
>= Greater than or equals 
#N OT# Logical NOT 
#OR# Logical OR 
String Operators 
& ee Character string concatenation 
Functions 
@@(cell address) 
Returns the value in the cell referenced by cell address 
@ABS(x) 
Returns the absolute value x. 
@AVGi(list) 
Returns the average of all values in list. 
@CHAR(x) 





Returns a character with the ASCII value corresponding to x. 


@CHOOSE (item number, item-O, item-1, item-2,...item-n) 
Returns the specified item from a list. 








@CODE(character string) 
Returns the ASCII value corresponding to the first character in 
character string. 


@COLS(range) 
Returns the number of columns in the specified range. 


@COS(x) 


Returns the cosine of x. 


@COUNT( ist) 
Returns the number of non-blank cells in list. 


@CTERM(interest rate,future value,present value) 
Returns the number of periods it will take for a sum of mee) to grow 
to a designated size at a fixed interest rate. 


@DATE(year,month,day) 
Returns the number of days since January 1, 1900 as a serial date 
number. 


@DATEVALUE(date character string) 
Returns the number of days since January 1, 1900 as a serial date 
number. 


@DAY (serial date number) 
Returns the day of the month. 


@ERR() 
Returns the value ERR. 


@EXACT (character string] character string2) 

Case-sensitive compare. 

@EXP(x) 

Returns the number “e” (approximately 2.71828) raised to the power x. 
@FALSE() 


Returns the number 0. 


@FIND(substring character string,starting position) 
Returns the position at which the first occurrence of substring begins in 
character string, starting in character string at starting position. 


@FV(payment,interest,term) 
Returns the future value of an investment. 


@HLOOKUP(x, range,row# ) 
Performs a horizontal lookup, returning a value from range determined 
by x and rovw#. 


@HOUR(serial date and time value) 
Examines the fractional part of serial date and time value and returns a 
number between 0 (12:00 AM) and 23 (11:00 PM). 





@IF(condition,true, false) 
Returns frue if condition is true, else returns false. 


@INDEX(ranee,column,row) 


Returns a specified value from range, determined by column and row. 


@INT(x) 


Returns the integer part of x. 


@IRR(guess range) 


Returns the internal rate of return of an investment. 


@ISERR(x) 
Returns 1 if x is equal to ERR, else 0. 


@ISNA(x) 
Returns 1} if x equals the special value NA. 


@ISNUMBER(1) 
Returns 1 if x evaluates to a number. 


@ISSTRING(x) 


Returns 1 if x evaluates to a character string, else 0. 


@LEFT (character string,n) 
Returns characters from character string beginning with the first 
character. 


@LENGTH(character string) 
Returns the length of a character string. 


@LN(x) 

Returns the natural log of x. 
@LOG(x) 

Returns the log, base 10, of x. 


@LOWER(character string) Converts 
character string to all lowercase. 


@MAX)(list) 


Returns the highest number in a list. 


@MID(character string,start position,length) 
Returns a substring of length length from character string starting at 
start position. 


@MIN(list) 


Returns the smallest number in a list. 


@MINUTE(time value) 
Examines the fractional part of time value and returns the number of 
minutes, a number between 0 and 59. 
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@MOD(iumerator,divisor) 
Returns the remainder of a numerator divided by divisor. 
@MONTH(date number) 


Returns a number (1 ~ January to 12 - December) corresponding to the 
month portion of a date number. 


@N(range) 


Returns the value in the top left corner of range as a number. 


@NA() 


Returns the special numeric value NA. . 


@NOW() 
Returns a serial date number corresponding to the current date and 
time. 


@NPV(interest,range) 
Returns the net present value of a series of cash flows. 


@P\) 
Returns an approximate value for a (3.141592653). 


@PMT(principal,interest term) 
Returns the periodic payment on a loan. 


@PROPER(siring) 
Converts the first letter of each word to uppercase and forces the rest 
of the letters in the word to lowercase. 


@PV (payment interest,term) 
Returns the present value of an investment. 


@RAND() 
Returns a pseudo random number between 0 and 1. 


@RATE(future value, present value, term) 
Returns the periodic interest rate necessary for an initial amount to 
grow into a final amount. 


@REPEAT (string,n) 
Returns string repeated n times. 
@REPLACE (original string,start pos,delete count,added string) 


Adds, or inserts added string into original string, or deletes a specified 
number of characters (delete count) from original string. 


@RIGHT(character string,n) 

Returns the last » characters of the character string. 

@ROUND(x, precision) 

Returns the number x rounded off to the number of decimal places 
designated by precision. 





@ROWS (range) 
Returns the number of rows in a range. 


@S(range) 


Returns the value in the top left corner of range as a character string. 


@SIN(x) 

Returns the sine of x. 

@SLN(cost,salvage life) 

Returns the amount of depreciation allowable during a mere period 
using the straight line method of depreciation. 


@SQRT(x) 


Returns the square root of x. 


@STD(list) 
Returns the standard deviation of a list of numbers. 


@STRING(x,decimal places) 
Converts the number x to a character string with the number of 
decimals give by decimal places. 


@SUM(list) 


Returns the sum of all of the values in a /isf. 


@SYD(cost,salvage life, period) 
Returns the depreciation allowance using the sum-of-the-years’-digits 
method. 


@TAN(x) 


Returns the tangent of an angle. 


@TERM(payment interest future value) 
Returns the number of payment periods in the term of an ordinary 
annuity. 


@TIME(hours,minutes,seconds) 
Converts the time represented by fours, minutes and seconds to a 
fractional time value between 0 and 1. 


@TIMEVALUE(time string) 
Converts a character fimte string to a fractional time value between 0 
and 1. 


@TRIM(character string) 
Removes all leading spaces in character string. 


@TRUE() 


Returns the number 1 


@UPPER(character string) 
Converts all of the characters in a character string to uppercase. 


: @VALUE(character string) 

| Converts a number entered as a character string to a numeric value. 
| @VAR (list) 

| Returns the variance of a list of numbers. 


@VLOOKUP(x,range,column#) 


Performs a vertical lookup, returning a value from range determined by 
x and column#. 


@YEAR(serial date number) 
Returns the year portion of serial date number. 
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Customer License Agreement 


Important: The enclosed program is licensed by ALPHA Software Corporation to 
customers for their use only on the terms set forth below. Opening this package or use of 
the program indicates your acceptance of these terms. 


1. License: Alpha hereby agrees to grant you a non-exclusive license to use the enclosed 
ALPHA program (the “Program") subject to the terms and restrictions set forth in this 
License Agreement. 


2. Copyright: The Program and its documentation are copyrighted. You may not copy or 
otherwise reproduce any part of the Program or its documentation, except that you may 
load the Program into a computer as an essential step in executing the Program on the 
computer. 


3. Restrictions on Use and Transfer: The original and any back-up copies of the program 
and its documentation are to be used only in connection with a single computer. You may 
physically transfer the Program from one computer to another, provided that the Program is 
used in connection with only one computer ata time. You may not transfer the Program 
electronically from one computer to another over a network. You may not distribute copies 
of the Program or Documentation to others. You may transfer this license together with the 
original and all back-up copies of the Program and its documentation,provided that the 
transferee completes and returns to ALPHA a Registration Card and agrees to be bound by 
the terms of this License Agreement. Neither the Program nor its documentation may be 
modified or translated without written permission from Alpha. You may not use, copy, 
modify, or transfer the program, or any copy, modification or merged portion, in whole 
or in part, except as expressly provided for in the license. 


4, Exclusion of Warranty; Limitation of Liability; Limited Diskette Warranty: 


(a) The program and its documentation is provided "as is" without warranty of 
any kind, either expressed or implied,including, but not limited to the implied 
warranties of merchantability and fitneas for a particular purpose. The entire risk as to 
the results and performance of the program is assumed by you. Should the program or its 
documentation prove defective, you (and net ALPHA or its dealers) assume the entire 
cost of all necessary servicing, repair, or correction. 


(b} Neither ALPHA nor anyone else who has been invoived in the creation, 
production, or delivery of this program and its documentation shail be liable for any 
direct, indirect, consequential, or incidental damages arising out of the use of inability to 
use such products, even if ALPHA has been advised of the possibility of such damages or 
claim. 


(c) Some states do not allow the exclusion or limitation of implied warranties 
or liability for incidental or consequential damages, so the above limitations or 
exclusions may not apply to you. 


(d) ALPHA warrants the enclosed diskettes (but not the Program contained 
thereon) to be free of defects in materials and workmanship under normal use for 30 days 
after purchase. During the 30-day period, you may return a defective diskette to an 
Authorized ALPHA Dealer, and it will be replaced without charge unless the diskette is 
damaged by accident or misuse. Replacement of a diskette is your sole remedy in the event 
of a defect. This warranty gives you specific legal rights, and you may also have other 
rights which vary from state to state. 


5, Product Improvements: ALPHA reserves the right to make corrections or improvements 
to the Program and its documentation and to the related floppy disks at any time without 
notice and with no responsibility to provide these changes to purchasers of earlier versions 
of such products. 


6. Term: This license is effective until terminated. You may terminate it Ly destroying the 
program and its documentation and all copies thereof. This license will also terminate if you 
fail to comply with any term or condition of this Agreement. You agree upon such 
termination to destroy all copies of the Program and its documentation. 
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